U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

Motions and Applications are often filed by parties requesting the court to order and rule
in favor of the applicant. The following instruction will guide you through the process
necessary to file any motion or application in the CM/ECF system.

STEP 1 Click on Motions/Applications hypertext link. (see figure 1)

[Bankruptcy Events
Appeal
Creditor IMaintenance.
File Claims

Tudee/Trustee Ass; ent
Idotions/ Applications
ObiResplovel Answer

Open a BE Case
Orders/Opimions (court use only)
Other

Plan/Disclosure Stmt/Obq to Plan

CaseUpLoad
Order Tpload

figure 1

STEP 2 The next screen gives direction on how to handle expedited/emergency
matters. Please take note and click Next. (see figure 2 below)

EECF Bankruptcy + Adversary + Query « Reports -« Utilities « Logout
File a Motion

ATTORNEYS FILING EMERGENCY OR EXPEDITED MATTERS MUST IMMEDIATELY NOTIFY THE
APPROFRIATE COURTROOM DEFUTY BY E-MATL OF THE COMFLETED FILING.

Anita Chapman for Judge Monroe at anita_chapman@txwh.uscourts.gov, Pete Guerrero for Judge Kelly at
pete_guerrero(@txwh.uscourts.gov, Jana Brisiel for Judge King atjana_brisieli@txwh.uscourts.gov, Lisa Elizondo for
Judge Clark at lisa_elizondoi@txwh.uscourts.gov

figure 2
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 3 Enter the case number

STEP 4 Select the appropriate relief type for the motion/application being
filed. Click Next. (see figure 3)

| 3E

File a Motion

Bankruptcy Adversary

« Query =+ Reports - Utilities « Logout

03-10007-fim Chns Rock

Armend Order -
Awoid Lien

Compel Abandonment

Compensation

Consolidate or Jointly Administer Cases
Continue Hearing

Convert Case to Chapter 11

Convert Case to Chapter 12 or 13 =l

I Jomt filing with other attorney(s)

Mext Clear I

figure 3

STEP 5 Select the Party Filer. If the party filer does not appear in the drop
down box, select Add/Create New Party (see figure 4 below)

File a Motion:
03-10007-frm Chris Rock

Select the Party:

Chase Manhattan Bank  [Creditor] o] AddiCreate Mew Party
Cook Sales, Inc., [Creditor]

Milligan, Marsha G [Trustee]

Forsche Financial, Inc., [Creditor]

Rock, Chris [Debtor]

United States Trustee - AU, [U.S. Trustee]

H

Next Clear

figure 4
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 6 The Search for A Party Screen Appears. Enter search criteria
according to the CM/ECF Style Guide. Click Search. (see figure 5)

EE F Bankruptcy + Adversary + Query + Reports + LUtiities + Logout Q‘-_

Search for a party

S8 i TaxId I
Last/Business name iThE Comedy Club

Search | Clear |

figure 5

STEP 7 If the Search for a Party Screen appears with the message of No
Person Found, click on the Create New Party box. The Party
Information Screen Appears and saves the search information you
previously entered. Complete by entering the entire name of the party.
It is not necessary to complete the address for parties other than the
debtor but be sure to select the appropriate party “role” before
clicking Submit. (see figure 6 below)

[Party Information =

Lastname |The Comedy Club, Inc. Firstname |
Middle name ,— Generation I_ Title i—
SSN 222111234 Tax ID
Office | Address 1 |
Address 2 | Address 3 |
ciy [ State | mp [
County !ﬁ Country [— _
Party text |
Subiit | _Cancel | Glear |
trode !no Ll Lreditor [CriCr)

figure 6
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STEP 8

STEP 9

STEP 10

March 5, 2003

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The party entered will now appear in the party filer drop down box.
Select that party and click Next (see figure 7 below)

File a Motion:
03-10007-fim Chris Rock

Select the Party:

AddiCreate New Party

Chase Manhattan Bank, [Creditor]
Cook Sales, Inc., [Creditor]
Milligan, Marsha G [Trustee]

Parsche Financial, Inc., [Creditor]

Rock, Chris [Debtar]

United States Trustee - AU7, [U.S. Trustes] |

M Clear

figure 7

If a party has been added, there will be an attorney/party association
screen that appears the “first” time you file something in
representation of a party in a particular case. Simply click in the box
and continue to create the association between you and your client.

The Browse for a Document Screen appears. This is the place where
you attach the PDF document to your entry. Once you’ve located that
document click Next. (see figure 8 below)

File a Motion:
03-10007-frm Chris Rocke

Zelect the pdf document (for example: CV15%cv501-21.pdf).
Filename

I Browse...
|Attachments to Document: & No © Yes

Iext Clear
figure 8



U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 11 The opportunity to “link” a document to a previously filed document
exists in CM/ECF. If this motion were amending another or if we were
filing an objection, etc. the next screen would be utilized to create a
reference that aids in reporting and other related document texts. A
Motion For Relief From Stay would not be linked to a previously filed
document. Insert Waiver and Objection Language information if
applicable. Click Next. (see figure 9 below)

File a Motion:
03-10007-firn Chris Bock

I” Refer to existing event(s)?

Filed | to |
Documents I to
If Pleading Has Waiver Language, Type 30:

If Pleading Has Ohjection Language, Enter 10, 20, etc. I
Mext Clear I

figure 9
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS
STEP 12 If the Motion/Application being filed, requires a filing fee a Receipt
screen will appear in which “CC” for credit card should be entered as
appropriate payment method. Click Next (see figure 10)

| 3E
File a Motion:
03-10007-frm Chris Roclk

Bankruptcy  +  Adversary s+ Query + Reports -« Utilities « Logout ?_—

ATTORNEY FILERS: ENTER CC IN Receipt #.

Receipt #: Iﬁﬁ Fee: $75

et I Clear

figure 10

STEP 13 The Modify Text Screen appears for your review. If any corrections

are needed, you may click on the BACK key. No modifications can be
made to the text box except to add a description of the motion in the

drop down box. If not necessary, and entry is accurate click Next (see
figure 11)

File a Motion:
03-10007-frm Chris Rock

Dacket Text: Modify as Appropriate.
I ~ | Motion for Relief from Stay (15 Day Ohjection Language) { Filing Fee: §
75, Receipt # cc.) filed by Joe Shark for Creditor The Comedy Club, Int. (Shark, Joe)

Iext Clear

figure 11
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U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

STEP 14 The Final Text Window appears and this will be your final
opportunity to review the entry and make any corrections. Clicking
[next] on this screen commits the transaction to the system and can
only be modified by Court staff. Please make sure your entry is
correct before you click Next. (see figure 12 below)

EE F Bankruptcy + Adversary s Query -« Reports « Utilities + Logout ?_4

File a Motion:
03-10007-fim Chris Rock

Docket Text: Final Text

Motion for Relief from Stay (15 Day Objection Language) ( Filing Fee: $ 75, Receipt #
cc.) filed by Joe Shark for Creditor The Comedy Cluh, Inc. (Shark, Joe)

Attention!! Submitting this sereen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Clear

figure 12
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STEP 15

March 5, 2003

U. S. Bankruptcy Court, Western District of Texas
CM/ECF PROCEDURE
For Attorneys

MOTIONS/APPLICATIONS

The Notice of Electronic Filing Screen appears which confirms your
submission. This screen provides information such as the document
number. The case number and document number hyperlinks provide
an opportunity for docket review thru PACER. Electronic notification
information also appears on this screen. (see figure 13)

EE F Bankruptcy + Adversary + Query + Reports « Utilities »+ Logout

File a Motion: £
03-10007 -firn Chris Rock

U.S. Bankruptey Court
‘Western District of Texas
Motice of Electronic Filing

The following transaction was received from Shark, Joe entered on 3/5/2003 at 1024 AW CST and filed on 3752003
Case Name: Chris Reck

Case Number: 03-10007-firm

Document Number: 13

Docket Text:
Motion for Relief from Stay (4.5 Day Ohjection Language) ( Filing Fee: § 75, Receipt # cc.) filed by Toe Shark for Creditor The
Ceomedy Club, Inc. (Shark, JToe)

The followng document(s) are associated with this transaction |

Document description:Iain Drocument

Original filename:N\752-signed pdf

[Electronic document Stamp:

[STAMP bkectStamp_ID=988230274 [Date=3/5/2003] [FileMumber=43573-0] [2
bc592ddMe51731d183ed6adc6733: 196784041350 d8a2667 10 14a6 1675297265880
Bacf44085a60665a870362a26c7609b4 da224 6bebec3613467a47a0]]

03-10007-frm Notice will be electronically mailed to:
Loretta & Sugarplum  tina_warreni@towb. uscourts gov
03-10007-frm Notice will not he electronically mailed to:
llarsha G hiidhean

PO Box 92408
| Austin, T2 78708-2408
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